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POLICY DIRECTIVE #08-08-SYS
(This Policy Directive Obsoletes PD #07-36-SYS)

SAME-DAY ISSUANCE OF EXPEDITED FOOD STAMPS
THROUGH THE PAPERLESS OFFICE SYSTEM (POS) IN JOB CENTERS

Date: Subtopic(s):
March 11, 2008 Food Stamps
AUDIENCE The instructions in this policy directive are for all Paperless Office

System (POS) users in the Job Centers. They are informational for
all other staff.

REVISION TO This policy directive has been revised to:
ORIGINAL
DIRECTIVE ¢ Include information on the automated prefilling of the applicant’s

eligibility status and single issuance grant type for Expedited
Food Stamps (EFS) in POS.

e Provide instructions for processing applicants who return with
missing documentation within seven (7) days of the Food Stamp
(FS) file date. Also provide information on the automated alert to
JOS/Workers when applicants return missing documentation to
the Customer Service and Information Center (CSIC) at Model
Centers or Food Stamp Reception at non-Model Centers.

e |dentify the types of expenses that are considered when fully
verifying eligibility factors for EFS.

e Describe new functionality in POS which allows JOS/Workers to
track eligibility factors and types of expenses and record any
collateral contacts attempted.

e Clarify when the Notice of Denial of Expedited Food Stamp
Service or Inability to Issue Food Stamp Benefits (M-40Kk) is
generated during the EFS eligibility determination process.

HAVE QUESTIONS ABOUT THIS PROCEDURE?
Call 718-557-1313 then press 3 at the prompt followed by 1 or
send an e-mail to FIA Call Center

Distribution: X
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POLICY All households applying for FS must be screened to determine
eligibility for EFS. The applicant does not have to be out of food or
claim an emergency during the application process in order to
receive FS on an expedited basis.

Note: Individuals applying for one-shot deals only (Emergency
Payment Only box is checked on the LDSS-2921 in POS) do not
have to be screened for EFS.

For households meeting the EFS criteria, a full eligibility interview
must be conducted to determine the household’s eligibility for FS
: benefits and to compute the benefit amount. Once the household is

IPESS?S'“feﬁﬁZJf”a”Ce determined eligible and identity of the casehead has been verified,
Federal nor State benefits must be made available to the household on the same day
requirement, buta New  via the Electronic Benefit Transfer (EBT) system. Staff must begin
York City (NYC) option. the process of issuing an EFS benefit through the IN/EFS Issuance

activity (formerly EFS Interview activity) in POS.

REQUIRED When the JOS/Worker completes the LDSS-2921 Signature

ACTION Capture window during the Application Interview activity in POS,
the Expedited Processing window appears to allow the

JOS/Worker JOS/Worker to begin a determination of eligibility for EFS.

The Expedited Processing window displays the question “Have
You or Anyone Who is Applying Received Food Stamps This
Month?” When the JOS/Worker opens the Response to Question
window, the following appears:

e Result of FS Look-up on WMS.
e The guestion “Did anyone who is applying receive FS outside of
New York City (NYC) this month?”

= If answered “Yes,” the message “The household is not eligible
to receive a second Food Stamp grant this month” appears if
the applicant is not a resident of a domestic violence (DV)
shelter.

= If answered “No,” the message “Proceed with EFS interview”
appears.

e Shelter code from the application interview (e.g. 01
[Apartment/Private House], 13 [Domestic Violence Shelter]).

e The guestion “Has the applicant entered a domestic violence
shelter this month?”
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Note: This question is disabled if the shelter code from the
interview indicates that the applicant is not in a domestic violence
shelter.

After completing the Response to Question window, click the OK
button to save the responses.

If the applicant received FS in the current month and did not enter a
domestic violence shelter during the current month, the only question
that will appear is “ATTENTION TO THE INTERVIEWER: Based on
the interview conducted is there any indication that the applicant is in
need of any non-food related personal items necessary for health
and personal care?”

If the applicant did not receive FS in the current month or received
FS but entered a domestic violence shelter during the current month,
in addition to the ATTENTION TO THE INTERVIEWER question, the
following questions will appear:

e “Has the Food Stamp household received Expedited Food
Stamps in the past?” (The display field will indicate all cases in
which the applying household previously received FS benefits in
NYC.) If no FS benefits were found in NYC, the follow up
guestion “Did anyone who is applying receive FS outside of New
York City (NYC) this month?” is posed.

e “Has anyone who is applying for Food Stamps previously had
income from any source (such as employment, SSA, SSI, UIB or
contribution) this month?” (POS will automatically prefill all
income entered during the initial interview.)

IN/EES Interview Activity

The IN/EFS Issuance activity automatically begins:

e If the interview date is no later than seven calendar days after the
FS file date
e After the JOS/Worker completes the following steps:

The IN/EFS Issuance * Processes the Application Interview activity in POS on the
E‘C“‘."ty W:" a”tonlﬁt'ca"y date the applicant files an application for CA/MA/FS.
egin as long as ‘e = Prints the required forms from the Print Forms window.

activities occur on the . . :
same day. = Clicks the Next button on the Print Forms window.
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Note: For reapplication cases, if the EFS screening process was
completed within the past 60 days, the EFS screening will not
automatically begin. The JOS/Worker must initiate the IN/EFS
Issuance activity manually.

POS will complete the expedited processing determination for the
case based on the answers recorded during the Application
Interview activity. POS will save the Food Stamp Application
Expedited Processing Summary Sheet form (LDSS-3938) in the
electronic record when the JOS/Worker clicks the Next button at the
end of the IN/EFS Issuance activity. The LDSS-3938 will be
completed based on the answers in the Application Interview and
the Expedited Processing windows.

The M-40k is generated  |f POS determines that the applicant is ineligible for EFS, the M-40k
as long as the interview yyij| gutomatically be completed and sent to the Supervisor's queue

was conducted. If the
interview is not held, do for approval (shown on page 15).

not prepare the M-40k. o o )
Note: The notification of EFS denial is neither a Federal nor State

requirement. The denial of EFS benefits is not subject to a Fair
Hearing.

The following section highlights specific elements of the IN/EFS
Issuance activity, including recent changes and additions.

IN/EES Eliqgibility Determination Window

The Decision, Financial Eligibility tab of the IN/EFS Eligibility
Determination window informs the JOS/Worker of the applicant’s
eligibility for EFS. The Financial Eligibility status will be determined
by the system as Eligible, Ineligible or Pending. An Eligibility
Reason will also be provided to correspond with the Financial
Eligibility status.
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Decision, Financial
Eligibility tab of the
IN/EFS Eligibility
Determination window

New information

Document

Completeness EFS tab
of the IN/EFS Eligibility
Determination window

New information

New information
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File Edit Tools Window Help
aleltm=@|le| o) vEeN @ $Rae & HEED =
Decision, Financial Eligibility | n tC EFS | Program Status |

| Case No IIJI]EH 0002795C Case Name iSEPA SEPA

Expedited Financial Eligibility Eligibility Reason
Food Stamps  [ELIGIBLE - Income $ 150 or less and Resources $ 100 or less.
Management Override - Reason Action to be Taken by Worker
" Full Month Grant [If reopening within one month of closing)
@ Prorated Grant | (Cannot issue if amount is less than $10)

Hext | Previous |

The Document Completeness EFS tab of the IN/EFS Eligibility
Determination window has been updated to allow the JOS/Worker
to track the verification of eligibility factors and to record collateral
contact made, if any.

File Edit Tools Window Help
pv|smme | resvEal A $aeeE & WE Eos
Decision, Financial Ehgibility Document Completeness EFS I Program Status i
EFS Verification Completeness EOMPLETE:

To view and note alternate verification, click on the ‘Down’ amow of the scroll bar on the right.
Expedited Food Stamps Verification

Who |5 [3 Collateral Contact %
Sl Attempted it
Eligibility Factor |Child Care/Dependent Expens Action Taken |l:lvenidden ;l

Details [C5il was placed to child care
provider to confirm the expense

Hext | Previous I

On the Program Status tab of the IN/EFS Eligibility Determination
window (shown on following page):

e Active is prefilled for the FS status when the following conditions
exist:
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All Documentation
Submitted to Verify
Eligibility for
Ongoing Benefits

Resources must be

assessed for EFS even if

the household is
categorically eligible for
FS.

New information

Documentation to
Verify Eligibility for
Ongoing Benefits is
Still Outstanding

New information

Program Status tab of
the EFS Eligibility
Determination window

New information
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The applicant is eligible for EFS.

The identity, citizenship/alien status, residence, and Social
Security number or application for Social Security number are
fully documented and ready to scan (as indicated during the
Application Interview activity on the Individual Detail
window) for all individuals applying for FS on the case.

= Income, resources and expenses are fully verified.

The following types of expenses will be considered for full
verification determination:

- Rent/mortgage/shelter, utilities, fuel or air conditioning,
medical, child/dependent care and child support.

Single Issue is prefilled for the FS status when the identity of the
casehead has been documented and ready to scan (as indicated
during the Application Interview activity on the Individual
Detail window) but one or more of the following eligibility factors
has not been fully documented:

= |dentity of other FS household members

= (Citizenship/alien status

= Residence

= Social Security number (SSN) or application for SSN
= Income

= Resources

= Expenses

File Edit Tools Window Help

lojwlteslo | vl tE=N A $as &2 HE|E=meE

Prefilled with

Single Issue.

status of Active or

Decision. Financial Eligibility I Document Completeness EFS Floglamslalu:l

| Case No |0D010002795C Case Name ISEPA SEPA

EFS Eligibility Determination ELIGIBLE
Reason Income $ 150 or less and Resources $ 100 or
less.
CasefSuffix Level Case Name [SEPA SEPA
Cumrent Status TR
F5 IEP F5 ACTIVE -

MHame !Sepa Sepa DOB !11!1”1850

‘ Hew Status

FS ACTIVE -

Hext Previous
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On the Grants Data Entry window, the Issuance Code field is
prefilled with the following code:

Grants Data Entry

52 (Expedited Food Stamps — Fully Verified) for applicants
eligible for EFS that provide all documents to verify identity and
FS eligibility.

54 (Expedited Food Stamps — Not Verified) for applicants eligible
for EFS that provide verification of casehead identity, but do not
provide full verification of eligibility.

Eile Edit Tools Window Help

[olv|sme s o *EaUQ 8o &0 EolE

window ~Benefit Type
Case NameLE Case Number IS_U{EE Datzgf:gfz:;]g?aled 1S g:alter Cal:Agmg i ::

Przflllgg Wlt24 Issuance Code Amount From To Lheok/CDY S)‘::l:tiir:n?n F‘I]Exfrll‘:f:i‘lEs Aulh’l‘::i‘:riun avas

coae or . | m - Expedited Food Stamp Bene_vj J $284 ]DBII]1 JZUW ] ] 1 A_]

2 | [ s284 [00/00/0000 [00/00/0000 | | |

Total Amount $568
Hext Previous

FS Single Issuance The following are edits in the FS Single Issuance Benefit window:

Benefit window edits

When the case was not successfully registered in WMS and still
contains the POS dummy case number, the system displays the
message “The case needs to be registered in WMS before
issuing this grant. This issuance cannot be processed now.”
When FS benefits were received for the current month and the
case is not yet eligible for a second FS grant, the system displays
the message “FS have already been issued for the current
month. This issuance cannot be processed now.”

When the FS Suffix status on the POS TAD is NA (Not Applying),
CL (Closed) or RJ (Rejected/Denied), the system displays the
message “FS Suffix status must not be in ‘NA,” ‘CL’ or ‘RJ’ status.
This issuance cannot be processed now.”
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When shown during the
IN/EFS interview
activity, the CBIC Payee
Status window will also
appear in the Approve
IN/EFS activity for
supervisory staff.
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e |If a case number is being reused and the FS Suffix status of the
reused case number is NA, the system displays the message
“Since the FS Case Status of reused Case Number is ‘NA'’ this
Same Day Issuance (SDI) benefit cannot be processed before
processing the TAD. This will be a two-day action. Please forward
the case action to the supervisor.”

Note: The above errors must be resolved before the benefit can be
issued.

Click the Next button to continue. The next window to appear is the
CBIC Payee Status window.

CBIC Payee Status Window

The CBIC Payee Status window appears after the FS Single
Issuance Benefit window, asking whether the payee’s CIN listed on
the window is the same as the payee’s CIN listed in WMS.

The CBIC Payee Status window only appears if the applicant is
eligible for an immediate needs grant and/or EFS benefits and the
JOS/Worker completed the Grants Data Entry window to issue a
benefit. The following information will be displayed:

Re-Use Case Number

Suffix

Category

FS Status of Re-Use Case Number
Casehead/Payee Name
Relationship Code

Client Identification Number (CIN)

FIA Policy, Procedures, and Training 8 Office of Procedures



CBIC Payee Status
window

WMS Plug :ﬂi:
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File Edit Tools ‘Window Help I

Bt mmle 22| || vEaM A $SnE &£ | ME 2 @|E

After verifying
the CIN,
respond Yes
or No.

F

Re_use Case Humber: -gs Case Suffix: l:l Category @ FS Status: |SINGLE I1SSUH
Case_head/Payee name: _ Relationship Code: _ CIN _

Using the case number selected from the POS Re-Use Case Number

window. ao to WMS screen WIDCCH Case Number PA/FS Pavee Inauiry. © Yag  No
== Is the Payee CIM histed under 'PA/FS Payee' the same as the Case 2
Head or Payee CIN listed on the Reuse case number?

Refer to PB #02-154-
SYS for a complete list
of CBIC windows.

MESSAGE

In the event the CBIC Look-up fails in WMS, the JOS/Worker is
instructed (in the middle of the CBIC Payee Status window) to go to
the Case # PA/FS Payee Inquiry window (WIDCCH) in WMS to
determine if the CIN of the payee shown in WMS in the “PA/FS
Payee CIN” field is identical to the casehead or payee’s CIN
displayed on the POS Case Number Re-Use window.

To view the WMS CBIC Inquiry windows in order to determine the

last payee:

e Access WMS by clicking the yellow plug at the top of the POS
window or minimize POS and double-click the WMS icon located

on the desktop of the personal computer.

e Log onto WMS using your User ID and Password.

e Enter 09 (Common Benefit ID Card Subsystem) in the Selection
# field on the WMS Host System Menu (NWMMOQO).

e Enter 09 (Case # PA/FS Payee Inquiry [WIDCCH)]) for case
number inquiry or 07 (Individual PA/FS Payee Inquiry [WIDICH])
for CIN inquiry in the Function field on the WMS ID Card Menu

(WIDMNU).

FIA Policy, Procedures, and Training 9

Office of Procedures


http://fndocument/CDCOpenClient/DocContent.aspx?Library=HRAContent%5efndocument&Id=003702669&ObjType=2&Op=Open
http://fndocument/CDCOpenClient/DocContent.aspx?Library=HRAContent%5efndocument&Id=003702669&ObjType=2&Op=Open

Forms window

Click Yes to Request
for Identification
Card/Temporary

Medicaid
Authorization
(Form W-607A).

Select Yes to all
applicable forms and
complete the associated
Response to Question
windows prior to clicking
the Next button.
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After comparing the CIN in WMS with the CIN on the CBIC Payee
Status window, exit WMS and return to POS. On the CBIC Payee
Status window respond Yes or No to the question “Is the Payee CIN
listed under ‘CA/FS Payee CIN’ the same as the Case Head or
Payee CIN listed on the ‘Reuse’ case number window?”

Click Yes and the following message is displayed: “The SDI FS
grant should pass the WMS SDI payee edit.” Click the OK button
to continue.

Click No and the following message is displayed: “You must
prepare a CBIC Update form to change the Payee in CBIC to
match the Casehead/Payee on the case number being used.”

If no response is entered, the JOS/Worker will be unable to
proceed. The system displays the message “You must answer
the question ‘Is the Payee CIN listed under ‘CA/FS Payee’ the
same as the Case Head or Payee CIN listed on the ‘Reuse’ case
number window?™”

Once the Yes or No response is selected, click the Next button to
continue. When the Forms window appears, click Yes in response to
the item “Request for Identification Card/Temporary Medicaid
Authorization/Update Existing CBIC” (W-607A), if necessary.

File Edit Tools MWindow Help

Request for Identification Card/Temporary Medicaid Authonization [Form WED7A)

|ﬁequest for Emergency Housing [Form W-146F) |(-. &

Financial Institution Inguiry [Form W532F)

[Hequest for Birth or Death Verification from Agencies Dutside New York City [Form WE80] |(-..

[Documentation Requirements [Form wW-113K) I ~

Fucial Security Administration - Consent for Release of Information [Form W515R] |(-..

[Hequexl for Mamiage or Divorce Yerification from Agencies outside New York City [Form W681) |(.~

Falet_v Net Assistance [SNA) Application [M-687M) |(~

Fyslematic Alien Yerification for Entitlement [SAYE] Referral [Form W-515x) |(~

[FIA School/Training Enrollment Letter [Form W-700D) |(~

Fchuol Verification Letter (Form W-700E] |(-.

[Family Care Assessment [Form W-5824) |(..

|'D

ion of Application for a Social 5 ity Humber [Form EXP-83H) |(-..

[Determinaliun OF Eligibility For Emergency Assistance To Families [EAF] ([Form W-145TT] I(-..

DR INOR NN N RO RO (O N (O N N - o

Spanish Mext I Previous
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Complete all applicable fields of the Response to Question window.
Click the OK button to save the entries and click the Next button on
the Forms window to continue.

Response tO Questlon Response bo Question
window Caze Nome: SR
Authosized Reprezentative
Firzt Mame: | ML | Last Hame: |
I Finger Imaging/Photo/Signature © d
Response to \\ =
Question R O
required for Ideniiiation dacuments witnessed (or Appiicant/Participant or Authorized lep ive: The same twa pieces must be
erented at o eCEption.
ID/Temporary - o
MA card [Bisth Certilicate
rives's Licence .
(W-607A). T
Iz the applicant receiving Expedited Food Stamps and/os Immediste Needs Grant? @ Yax Mo
I the pagee conectly established? | & Yes Mo
I Mo: [ Debete cument payes CIN:|
I Add new payee CIN;|
Click the OK Photo Card? [ = Yes ( No I3 the mailing addiszs different than that on WMS? [ Yez © No
button to .Save T~ Mail Parmanent Cord and Temposary Medicaid Card {LDS5-4113-2) [CBIC menu funclion 1)
the entries ¥ Over the Counter Permanent Cord Request (LDSS -4113-2) to Card Control (CBIC menu function 2)
and return to [~ Authorized Representative Card (CBIC manu oplion 3)
the Forms Select One: [ Agency Pickup (at OTC Site] ¢ Mail
window. T~ Medicaid Authorization (LDSS-2631-A)

o) o |

The Print Forms window appears. Highlight the W-607A if a new
CBIC is required and click the Print button.

Eile Edit Tools Window Help

ow|t e e re s|tmand $a0& & NE =omes

Form No Form Description Copies Forms ‘I
SeleCt the fOI’m wh32 Past/Present Employer Letter
number (e_g_, W532Z APNT  Absent Parent Employer Letter
W_607A) then Wh532F Financial Institution Inquiry
. . Wh32R BEV Referral
C“Ck the Prlnt W HB2A Family Care Assessment e-form
bUtton . E Request for Photo Identification Card/Temporary Medicaid Authorization - j
WE36 Motice of Special Grant
WwW637B Request for an Advance Payment to Prevent Eviction
WE4B Public Assi Budget C:
wh48D Income Contribution Worksheet for Families in Temporary Housing e-form
WEB7 Job Center Child Care One-Day Return Appointment
WEB7C Child Care Appointment Confirmation
WEE7G ‘Worksheet for Child Care Payments
wWEBD Request for Birth/Death Verification from Agencies Outside NYC e-form
WEBOF Applicant's Task List
WEBOFF Language Questionnaire e-form—
WEBDW Participant’s Task List
w681 Request for Marriage/Divorce Yerification from Agencies Dutside NYC

Hext ‘ Print |, Previous
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Refer to PD #07-22-OPE
for additional details on
SDI and updating CBIC.

Supervisors must review
each screen that appears
in the Approve IN/EFS
activity and place a check
mark in the appropriate
box to indicate if the
activity/window is
approved or disapproved.

Override
option for
LDSS-2921
signature
Supervisory
Approval box.

When to use the override
function

PD #08-08-SYS

Retrieve form W-607A from the local printer. Submit the printed form
to the unit Supervisor to sign and forward the W-607A to
Disbursement and Collection (D&C)/Reception for data entry into
CBIC.

Supervisor

To complete the processing for the same-day issuance of EFS
through POS, the Supervisor must approve the following windows in
the Approve IN/EFS activity (by placing a check mark in the
Approval box for each window):

LDSS-2921 Signature
IN/EFS Eligibility

CIN Re-Use

Case Number Re-Use

TAD Data

Grants Data Entry
Previewing Form LDSS-3938
EFS Decision Form

The following screens highlight the Supervisory Approval process. All
of the windows in this process are not shown, but the critical
windows and those with changes are highlighted below.

The Supervisory Approval window for the LDSS-2921 signature
contains an Override option. The Supervisor can approve,
disapprove or override the signature capture activity.

|
Supervisory Approwal I

Dizapproval Reasons Comment Log

" Approve
" Dizapprove

|_'.1_1 |

DK | LCancel I

The override may be used if the signature capture devices (or
signature pads) have malfunctioned and the JOS/Worker has
completed the following steps:

e The LDSS-2921 form was printed.

e The applicant signed the paper form.

e The form was scanned and indexed into the electronic case
record.

FIA Policy, Procedures, and Training 12 Office of Procedures
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Ineligible for EFS The following windows will not appear for applicants that are
ineligible for EFS or cannot receive FS under the expedited process:

CIN Re-Use
Budget

TAD

CBIC Payee
Grant Data Entry

If the household is ineligible for EFS, after the Supervisor reviews
and approves the LDSS-3938 window and the EFS Decision Form
window, the M-40K will print. The following screen shots highlight the
sequence of windows to be reviewed and approved.

2:35:04 PH

Prev| ew|ng FO rm L DSS_ Version 11.2b - Paperless Office System - [Previewing Form DS$3938]

. Elle Edit Tools MWindow Help
3938 window EREE PR R EECL L EIEEIE]

|f No or FOOD STAMP APPLICATION EXPEDITED PROCESSING WORKSHEET

Ineligible is 7
Selected the Date Application Filed: o4/22/2005 Date of Screening:  09M 82007

M-40k W’|” Date of Eligibility Intervew. 08/8/2007

Qualified for expedited processing?  ves  @No

print when the
S u pe rVISOf Expedited Food Stamp Benefit Eligibilit:.  [JeLeiBLE [ INELIGIELE
Reason: []ELIGELE
approves the / I ELISIBLE (applied on or before 15th of month; zera beneft due to proration)

win dOW_ ] ELIGIBLE (#pplied after 15th of marth; zera first month's benefit dus to proration; full second month's benefit)
] ELIGIBLE (pplied sfter 15th of morth; prorsted first morth's benefit plus ful second morth's benetit)

[ HOUSEHOLD IS INELIGIBLE FOR THE PROGRAM DUE T PROGRAM RULES (see commerts )
[] wERIFICATION OF IDENTITY NOT PROVIDED
[[] HHDID MOT SUBMIT ALL REQUIRED NOR-IDENTITY VERIFICATION

Cther Denial ReasoniCommerts

|5 the household already receiving Food Stamp Benefits this manth? @ res O Mo

The approval window (not " —
shown) appears below et |
the screen.

Previous

After the LDSS-3938 window is approved, the next window to appear
is the EFS Decision Form window.

FIA Policy, Procedures, and Training 13 Office of Procedures
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EFS Decis | on Form Version 11.2b - Paperless Office System - [EFS Decision Form] 230:05 P Tuesday, September 18, 2007
WIndOW File Edit Tools Window Help
blw | dBR < 2 B YEIW B BDESIE D it 1 | BB

Instructions: This window will display the determination made for expedited processing of

Food Stamp Benefits in the EFS Interview. If the applicant is ineligible for Expedited Food
Stamps or EFS cannot be issued because identity could not be verified. the M-40K (Notice
of Denial of Expedited Food Stamp Processing or Inability to |ssue Food Stamp Benefits)

will auto-print when you approve the window and click Next.

EFS Eligibility Determination: INELIGIBLE

Additional Eligibility Determination:

INELIGIELE

Previous

An applicant is determined ineligible for EFS benefits due to the
following reason(s):

e S/he received FS benefits in a previous month pending
verification/documentation and is not eligible for an additional
grant because s/he did not comply.

e Standard program rules. The JOS/Worker must indicate the
reason in the comments section of the LDSS-3938.

The M-40k is also completed if the applicant is eligible for EFS
benefits but benefits cannot be issued at this time because his/her
identity cannot be verified.

Note: If the applicant is eligible for an Immediate Needs grant, an
Approve Non-Food Emergency activity will be sent to the
Supervisor for approval per current procedure.

New information If the applicant is ineligible for EFS benefits because s/he received
EFS benefits in a previous month pending verification/documentation
and did not comply or s/he could not be issued EFS benefits
because his/her identity could not be verified, but returns with the
missing verification/documentation within seven (7) calendar days
after the FS file date, the JOS/Worker must return to the IN/EFS
Issuance activity through the Action tab to process the EFS grant.
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New information

Automated Printing of the
M-40K
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If the applicant returns the missing documentation to the CSIC
(Model Center) or FS Reception (non-Model Centers) area, a
“Document Forwarded” alert will appear in the JOS/Worker’s queue
after the CSIC or Reception staff member completes the Document
Intake activity for the case.

The Supervisor must approve the EFS Decision Form window and
click the Next button. The M-40K will print automatically and the
following screen appears:

VYersion 11.2b - Paperless Office System - [EFS Decision Form,

Eile Edit Tools window Help

Be ¢t m@m(z |2 » (YWl @[5 me &5E| S W D e8|

Food Stamp Benefits i d
-,

Stamps or EFS

nnot

ite
will auto-print when youl -
P b4 E Please wait...

Please wailt...
EFS Eligibility D

Printing Form M40K
Additional Eligibility D

INELIGIBLE

Hext Previous

Note: The Supervisor prints and ensures mailing of the M-40K to the
applicant.

Previewing Form LDSS-3938 window

If the household is eligible for FS benefits, the Previewing Form
LDSS-3938 window will appear after the Grants Data Entry window
or CBIC Payee Status window (when shown).
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Previewing Form LDSS-
3938 window

The LDSS-3938 contains
the eligibility decision and
if applicable, the reason
for ineligibility.

The LDSS-3938 is
automatically saved with
the information on pages
1 and 2 as an E-Form in
the electronic case record
when the Supervisor
approves the
JOS/Worker's action.

File Edit Tools ‘Window Help

PD #08-08-SYS

[alo|tmm|e Fojs|v*EFam @ $oEe |2 |WY =088

FOOD STAMP APPLICATION EXPEDITED PROCESSING WORKSHEET

Date Application Filed: g0 2007

Reason:  []ELIGELE

Other Denial Reasan/Comments

Date of Eligihility Intervew: 080712007

Qualified for expedited processing? @ ves

Expedited Food Stamp Benefit Eligibility  BJeucBLE ] INELIGIBLE

D ELIGIBLE (Applizd on or befare 15th of month; zero benetit due to protation)

D ELIGIBLE (Applied after 15th of month; zero first month's benefit due to proretion; full second morth's benefit)
|:| ELIGIBLE (Applied after 15th of month; provated first month's benefit plus full second month's benefit)

D HOUSEHOLD 1S IMELIGIBLE FOR THE PROGRAM DUE TO PROGRAM RULES (s&& comments )

D WERIFICATION OF IDEMTITY NOT PROWIDED

[] HH DID HOT SUBMIT ALL REQUIRED NON-IDENTITY VERIFICATION

Date of Gereening:  0601/2007

o

15 the househnld already receiing Food Starnp Benefits this month? ) Yes @ Ho

_

Hext Previous

Supervisors will be able to preview the Expedited Processing
Worksheet (LDSS-3938), approve the window or enter comments
regarding necessary corrections by performing the following actions:

e Click the Window menu option at the top of the Previewing
Form LDSS-3938 window.

e Click Approval from the menu list.

Window Help

Select Approval to
display the Supervisory
Approval window.

approval

Screens F1z

Supervisory Approval
window

Supervisory Approval

B ——
v 1 Previewing Form D253938

Dizapproval Reaszons

" Approve

i

LCancel |

The EFS Decision Form window will enable the Supervisor to
preview the Action Taken on Your Food Stamp Benefits Case (NYC)
form (LDSS-3152 NYC), approve the window or enter comments on
what needs correcting. When approved (i.e., check mark entered in
the “Approve” box), the LDSS-3152 NYC will print.
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http://otda.state.nyenet/ldss_eforms/eforms/3938-NYC.pdf
http://otda.state.nyenet/ldss_eforms/eforms/3152NYC.pdf

EFS Decision Form
window

If approved for EFS, the
LDSS-3152 NYC must be
annotated to indicate that
the household was
accepted under the
expedited processing
rules on option 8 of the
form.

PD #08-08-SYS

Eile Edit Tools Window Help

Jalo[s 2@l | =2e [ ¢tEatl0]®a= &t s | W | =08

-

POS-LDS5-3152 HYC  (Rew.1106) FS App/Reapp/OP Recoupdfd Only
ACTION TAKEN ON YOUR FOOD STAMP BENEFITS CASE (NYQ)

MAME ANMD ADORESS OF AGENCY#CENTER OR DISTRICT OFFICE

NOTICE
T 0611242007 (i
CASE NUMBER Ik NUMBER e
00000005959C RK020190 333 No Number
CASE MAME [And CI0 hlsme if Present) M0 ADORESS New York, NY 10451-0000
GENERAL TELEPHOME RO =
Forousstonsoppme | (TOESITEONTTT
SIMPSON DALE OR  Agency Conference (718) BG4-1460
180 WATER ST.. 200 Fair Hearing information
NEW YORK, NY 10038-0000 and assistance (212) 417-6550
Record Access (715) 8641460
Lenal &ssistance information (T15) 6641460
OFFICE MO URIT MO, WORKER NO. URIT OF WORKER MAME TELEPHOME MO,
5. James
The action(s) taken on vour anmication.l‘racer‘tiion reguest for Food Stamn Benefits dated 06012/2007 is
explained below, next to the checked boxies)|

FOOD STAMP BEHEFITS HOT PICKED UP WATHIN 270 DAYS CAHHOT BE REPLACED.
APPROYED for Food Stamp Benefits from 06/01/2007 to 1143072007 .

for [name(s)] Dale Ywette Simpson, Sampson Tex Walker

1. B vou will get § $254.00
first month's benefit from:
1a. [€] The date vou applied to the end of the month. You may sccess vour benefit on _BH 202007
1h. |:| The latest date you provided proof wwe needed. This is because you gave us proof after it was due
You may sccess your benefit on

2. [ ou will oet § which is & combined benefit for the morths of and 3
‘ This iz hecause you appliedfrovided proof atter the 135th of the month. our first month's benefit of viu'as LJ
4 3

Next |

for the morth of  June because we must figure your

Previous | Reverse

Note: For cases accepted with pending verification, the JOS/Worker
must select the Approved option and items 1, 2 and 5 on the LDSS-
3152 NYC. For cases accepted with full verification, the JOS/Worker
must select the Approved option and items 1, 3 and 4 if the
household’s income/circumstances will change, or 1 and 4 if the
household’s income/circumstances will remain unchanged.

Example:

The Jones household applies for CA/FS on 2/16/08, and is in receipt
of income that will terminate on 3/15/08. The household is not
eligible for EFS, but complies within 10 days of the interview and a
decision to accept the case is made on 2/26/08. In this instance the
JOS/Worker would select 1 for the February benefit, 3 for the March
benefit and 4 for the recurring benefit beginning in April. The amount
of March’s benefit will be different from the April benefit and recurring
benefit amounts due to the change in income.

The last window in the Approve IN/EFS Issuance activity is
Approval Status (or Approval Elements).

FIA Policy, Procedures, and Training 17
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PD #08-08-SYS

Approval Status window [P S s mom ie _ )
PP [Blol¢me|c |6 s|¥ESU @ %058 M| & DR
Disapprove: d Element =
Address Information - i =

Disapproval Reasons Review Commen t Log

Approvall¥ I
. . - Add Commen l!l
Click the Xmit Click the Refer Back to Worker
buttor_1 to button to send the case for
transmit the completion.
TAD to WMS.
[ V7 B

The Supervisor must click the Xmit (Transmit) button to send the
TAD to WMS if all windows have been approved and the household
is eligible for EFS. In addition, the Supervisor must continue to sign
the grant authorization forms (LDSS-3574/LDSS-3575) and forward
them to the Control Unit for data entry.

The Refer Back to Worker button at the bottom of the Approval
Status window will enable the Supervisor to send the case back to a
JOS/Worker for completion when a window activity has been
disapproved. To return the case, the Supervisor must:

e Click the Refer Back to Worker button to display the list of
available JOS/Workers within the Job Center. The display will
highlight the JOS/Worker who completed the interview, but the
Supervisor will have the option to select any JOS/Worker from
the list.

e Click the OK button to send the case back to the highlighted
JOS/Worker's Case Manager Queue.
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http://otda.state.nyenet/ldss_eforms/eforms/3574NYC.pdf

Refer to Worker window

PD #08-08-SYS

Refer to Worker

-Selected Case

No | eeeees— Case Name |_ CINi—
Suﬂi_x':_ Casehead Name I—a 'SSN!_
-Refer Case To
Title i Uniﬂ Last Name I First Name I Ujw I Phone Numberl e
gAssessmenucsn.rneceptionistSupervisn DEV i— |—— |DEVPC ]p-;-—-
{Assistant Supervisor CSR ;— |— [posoL |
Li f i bl Case Manager 12 l“ I_ 00041
Ist of available Imaging Clerk DEV ju_ |hj-
Workers [IT Member DsS i-_ |— WMSUE |
iReceptionisl CSR iu_ |_ |MIS12 |
iSupervisur | | | |
2
0K | Cancel
PROGRAM
IMPLICATIONS

POS Implications

Food Stamp
Implications

Medicaid Implications

LIMITED ENGLISH
SPEAKING ABILITY
(LESA) AND
HEARING-
IMPAIRED
IMPLICATIONS

FAIR HEARING
IMPLICATIONS

Avoidance/
Resolution

Staff is required to scan and index into the electronic case record all
forms, excluding documents related to domestic violence, that are
signed by the applicant/participant outside of POS.

The adjustments in POS do not affect FS policy. Staff must continue
to evaluate applicants for expedited FS service, as well as provide
separate FS determinations on cases that are closed/denied for
reasons not related to FS eligibility per current procedure.

There are no Medicaid implications.

For Limited English Speaking Ability (LESA) and hearing-impaired
applicants/participants, be sure to obtain appropriate interpreter
services in accordance with PD #06-12-OPE and PD #06-13-OPE.

Ensure that all case actions are processed in accordance with
current procedures and that electronic case files are kept up to date.
Remember that applicants must receive either adequate or timely
and adequate notification of all actions taken on their case.
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http://fndocument/CDCOpenClient/DocContent.aspx?Library=HRAContent%5efndocument&Id=003757820&ObjType=2&Op=Open
http://fndocument/CDCOpenClient/DocContent.aspx?Library=HRAContent%5efndocument&Id=003757815&ObjType=2&Op=Open

Conferences

PD #08-08-SYS

A notice on the decision to provide or not provide EFS is not
required. Therefore no Fair Hearing rights are to be granted if the
household does not meet the EFS eligibility criteria. However, once
accepted to the program through expedited processing, the
acceptance notice is required to be annotated to indicate that the
household was accepted under the expedited processing rules.

An applicant can request and receive a conference with a Fair
Hearing and Conference (FH&C) AJOS/Supervisor | at any time. If
an applicant comes to the Job Center requesting a conference, the
Receptionist must alert the FH&C Unit that the individual is waiting to
be seen. In Model Offices, the Receptionist at Main Reception will
issue an FH&C ticket to the applicant to route him/her to the FH&C
Unit and does not need to verbally alert the FH&C Unit staff.

The FH&C AJOS/Supervisor | will listen to and evaluate any material
presented by the applicant, review the case file and discuss the
issue(s) with the JOS/Worker responsible for the case and/or the
JOS/Worker’s Supervisor. The AJOS/Supervisor | will explain the
reason for the Agency’s action(s) to the applicant.

If the determination is that the applicant/participant has presented
good cause for the infraction or that the outstanding Notice of Intent
needs to be withdrawn for other reasons, the FH&C
AJOS/Supervisor | will settle in conference (SIC), enter detailed case
notes in NYCWAY and forward all verifying documentation submitted
by the applicant/participant to the appropriate JOS/Worker for
corrective action to be taken. In addition, if the adverse case action
still shows on the “Pending” (08) screen in WMS, the
AJOS/Supervisor | must prepare and submit a Fair Hearing/Case
Update Data Entry Form (LDSS-3722), change the 02 to an O1 if the
case has been granted aid continuing (ATC), or prepare and submit
a PA Recoupment Data Entry Form (LDSS-3573) to delete a
recoupment. The AJOS/Supervisor | must complete a Conference

Report (M-186a).

If the applicant fails to show good cause for the infraction or if it is
determined that the Agency’s action(s) should stand, the
AJOS/Supervisor | will explain to the applicant why s/he cannot settle
the issue(s) in conference (SIC). The AJOS/Supervisor | must
complete an M-186a.
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http://otda.state.nyenet/ldss_eforms/eforms/3722.pdf
http://otda.state.nyenet/ldss_eforms/eforms/3573%20NYC.pdf
http://fndocument/CDCOpenClient/DocContent.aspx?Library=HRAContent%5efndocument&Id=003737153&ObjType=2&Op=Open

PD #08-08-SYS

Evidence Packets Should the applicant elect to continue his/her appeal by requesting a
Fair Hearing or proceeding to a Hearing already requested, the
FH&C AJOS/Supervisor | is responsible for ensuring that further
appeal is properly controlled and that appropriate follow-up action is
taken in all phases of the Fair Hearing process.

All Evidence Packets must contain a detailed history (e.g., copies of
POS “Case Comments” and/or NYCWAY “Case Notes” screens,
History Sheet [W-25]), copies of relevant WMS screen printouts,
notices sent and other documentation relevant to the action taken.

RELATED ITEMS PB #01-18

PD #02-03-ELI
PB #02-154-SYS
PB #03-02-ELI
PB #07-25-SYS
PB #07-69-SYS
PB #07-81-SYS
PB #07-130-SYS
PD #07-22-OPE
PD #08-07-OPE
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http://fndocument/CDCOpenClient/DocContent.aspx?Library=HRAContent%5efndocument&Id=003698705&ObjType=2&Op=Open
http://fndocument/CDCOpenClient/DocContent.aspx?Library=HRAContent%5efndocument&Id=003702058&ObjType=2&Op=Open
http://fndocument/CDCOpenClient/DocContent.aspx?Library=HRAContent%5efndocument&Id=003703308&ObjType=2&Op=Open
http://fndocument/CDCOpenClient/DocContent.aspx?Library=HRAContent%5efndocument&Id=003702669&ObjType=2&Op=Open
http://fndocument/CDCOpenClient/DocContent.aspx?Library=HRAContent%5efndocument&Id=003700236&ObjType=2&Op=Open
http://fndocument/CDCOpenClient/DocContent.aspx?Library=HRAContent%5efndocument&Id=003771769&ObjType=2&Op=Open
http://fndocument/CDCOpenClient/DocContent.aspx?Library=HRAContent%5efndocument&Id=003777741&ObjType=2&Op=Open
http://fndocument/CDCOpenClient/DocContent.aspx?Library=HRAContent%5efndocument&Id=003778908&ObjType=2&Op=Open
http://fndocument/CDCOpenClient/DocContent.aspx?Library=HRAContent%5efndocument&Id=003786643&ObjType=2&Op=Open
http://fndocument/CDCOpenClient/DocContent.aspx?Library=HRAContent%5efndocument&Id=003778567&ObjType=2&Op=Open
http://fndocument/CDCOpenClient/DocContent.aspx?Library=HRAContent%5efndocument&Id=003794522&ObjType=2&Op=Open
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